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DEPARTMENT OF GENERAL SERVICES 
Records Management Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
NO. 

PACE 
NO. 1 o f 9 

EMERGENCY M E D I C A L S E R V I C E 

1 . 

3 . 

AMBULANCE REPORTS 

Arranged by date, ambulance number, and response 
number, these r epo r t s , with attachments, are created 
by ambulance attendants from a l l career and vo lunteer 
ambulance companies under the j u r i s d i c t i o n of the 
Balt imore County F i r e Department. The reports gener
a l l y show the phys ica l cond i t ion of the pat ient being 
t r an spo r ted , the emergency medical s e r v i ce s p rov ided, 
the appropr iate medical f a c i l i t y to which the pat ient 
i s t r an spo r ted , and re la ted data concerning care of the 
pat ient whi le enroute. 

ADMINISTRATIVE F ILE 

Cons i s t of o r i g i n a l incoming and copies of outgoing 
correspondence, r e p o r t s , memoranda, and other data 
r e l a t i n g to the admin i s t ra t i ve and operat ional func
t i on s of the Emergency Medical Se rv i ce D i v i s i o n (EMS) 

EMT COURSES COMPLETED 

Th i s f i l e c o n s i s t s of c l a s s r o s t e r s , t e s t scores and 
re la ted data a s soc ia ted with p rev i ou s l y conducted 
Emergency Medical Technic ian (EMT) cour ses . 

EMS PERSONNEL FILES 

Arranged a l phabe t i c a l l y by name, 
the t r a i n i n g , p ro f i c i ency l e v e l , 
d e c e r t i f i c a t i o n of EMS personnel 
companies in Balt imore County. 

these f i l e s r e f l e c t 
c e r t i f i c a t i o n and 
ass igned to ambulance 

Retain reports un t i l com
puter ized and batched,.then 
mic ro f i lm and dest roy 
o r i g i n a l s . Retain m ic ro 
f i lm f o r e i gh t (8) y e a r s , 
then destroy f i l m . 

Screen annual ly to dest roy 
that mater ial no longer 
needed. 

Retain fo r three (3) y e a r s , 
or un t i l a l l f i n a l po s t i ng 
i s completed, then des t roy . 

Retain i n EMS D i v i s i o n f o r 
e i gh t (8) years a f t e r de
c e r t i f i c a t i o n , terminat ion 
of employment, or indiv idual! 
has performed EMS dut ie s 
(whichever i s more r e c e n t ) , 
then dest roy: 

Schedule Approved by Department, 

Agency , or D i v l t l o n Representat ive 

; Schedule Author i ied fcy 

' Ha l l of Records Commis s i on 

Date State Archi vi st 

P S -
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5. EMT TRAINING FILES 

Con s i s t of mater ia l s accumulated by the d i v i s i o n 
dur ing the conduct of EMT t r a i n i n g . Inc luded are 
le s son p l a n s , schedu les , l ec tu re m a t e r i a l , and 
s i m i l a r or re la ted documents. 

Screen p e r i o d i c a l l y to dest roy 
that mater ia l which i s obso 
l e t e , superseded, or no longer 
needed. 

6. EMS MONTHLY ACTIVITY REPORTS 

Submitted monthly by each ambulance company s h i f t in 
Balt imore County, the report shows the number of 
responses and medical s e r v i c e s rendered dur ing the 
repor t ing per iod . 

Retain o r i g i n a l copy of report 
i n EMS D i v i s i o n fo r one (1) . 
y ea r , then mic ro f i lm and 
dest roy o r i g i n a l s . Retain 
m ic ro f i lm f o r f i v e (5) y e a r s , 
then des t roy . 

7. ADVANCE L IFE SUPPORT FILES 

) 

Cons i s t of i n d i v i d u a l l y recorded informat ion i n 
va r ious formats which descr ibe the advance l i f e 
support administered to card iac and suspected 
card iac pat ient s i n Balt imore County. 

Retain i n the EMS D i v i s i o n 
fo r f i v e (5) y e a r s , then 
des t roy . 

F I R E ACADEMY 

8. GENERAL CORRESPONDENCE F ILES 

Arranged a l phabe t i ca l l y by s ub jec t , t h i s s e r i e s 
conta ins o r i g i n a l incoming and copies of outgoing 
l e t t e r s , memorandums,^reports, d i r e c t i v e s , and other 
miscel laneous papers which re l a te to the a c t i v i t i e s 
and funct ions of the F i r e Academy. 

Screen annua l ly to dest roy 
those papers f o r which no 
f u r the r reference w i l l be 
requ i red . 

9. RECRUIT TRAINING FILES 

Arranged numerica l ly by c l a s s g raduat ion number, 
these f i l e s r e f l e c t by r e c r u i t s tand ings the perform
ance of F i re Academy graduates . Included are forms, 
correspondence and other documents which re la te to 
the t r a i n i n g rendered. 

Retain f o r two (2) y e a r s , 
then r e t i r e to i n ac t i v e 
s torage fo r an add i t i ona l 
f o r t y - f i v e (45) y e a r s , then 
des t roy . 
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10. 

11 

12, 

13, 

14, 

VOLUNTEER TRAINING FILES 

Arranged a l phabe t i c a l l y by name of f i r e s t a t i o n , 
these f i l e s document the t r a i n i n g conducted by a l l 
vo lunteer f i r e companies i n Balt imore County. 

INDIVIDUAL TRAINING FOLDERS (CAREER) 

Arranged a l phabe t i c a l l y by name of f i reman, these 
case f o l de r s r e f l e c t the t r a i n i n g and equipment 
p ro f i c i ency level of each career fireman as s igned to 
the Balt imore County F i r e Department. The f o l de r s 
a l s o conta in c e r t i f i c a t i o n s as a Balt imore county 
f i r e apparatus d r i v e r . 

I N V E S T I G A T I V E S E R V I C E S 

INSTITUTIONAL FIRE DRILL REPORTS (Form 119) 

Submitted quar te r l y by a l l educat ional occupancies, 
nur s ing homes and reformator ies i n Balt imore County, 
these report forms document the conduct of monthly 
and bi -monthly f i r e d r i l l s as requi red by the 
Maryland F i r e Prevent ion Code. The form shows the 
name of the i n s t i t u t i o n , the number of personnel on 
duty, number p a r t i c i p a t i n g , the type of f i r e d r i l l , 
the date, and re lated in fo rmat ion . 

EDUCATIONAL REQUEST FILES (Form 178) 

These f i l e s conta in requests from educational i n s t i 
t u t i on s f o r f i r e prevent ion l e c t u r e s , demonstrat ions, 
t o u r s , and re la ted a c t i v i t i e s a s soc ia ted with f i r e 
p revent ion. 

CORRESPONDENCE F ILES 

Arranged a l phabe t i c a l l y by sub jec t , t h i s f i l e 
conta ins o r i g i n a l incoming and copies of outgoing 
correspondence, memorandums, and re la ted data 
a s soc ia ted with f i r e prevent ion matters . 

Retain f o r two 
then des t roy . 

(2) y e a r s , 

Retain f o r one (1) year a f t e r 
terminat ion of employment, 
then des t roy . 

Screen annua l ly to destroy 
a l l reports over two (2) 
years o l d . 

Retain i n the d i v i s i o n f o r one 
(1) y ea r , then des t roy . 

Screen annual ly to dest roy 
that mater ia l f o r which no 
f u r the r reference w i l l be 
requ i red . 

P S - 9 4 2 
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15. MASTER FIRE PREVENTION ADDRESS FILES 

Arranged a l phabe t i c a l l y by s t r ee t name and numerically 
by addres s , these f i l e s conta in o r i g i n a l incoming and 
copies of outgoing r epo r t s , memorandums, and co r r e 
spondence of f i r e prevent ion matter s . These f i l e s 
provide the primary source of in format ion concerning 
f i r e prevent ion/protect ion provided to bu i l d i n g s 
located w i th i n the county. 

Screen annua l ly to purge and 
dest roy that mater ia l f o r 
which no f u r t he r reference 
w i l l be requ i red . Pe r t i nent 
in format ion to be reta ined 
i n d e f i n i t e l y . 

16. SUSPICIOUS FIRE RECORDS 

> 

Th i s s e r i e s of records c o n s i s t of i nd i v i dua l f o l de r s 
which are e s t ab l i s hed upon the i n v e s t i g a t i o n o f each 
s u sp i c i ou s f i r e i n Balt imore County. Each f o l de r 
may contain an I n v e s t i g a t i o n Report (Form 4 0 0 ) , 
photographs, P.D. Form 1 1 , and other papers which 
document the cause, o r i g i n , and circumstances of the 
f i r e . Factors which contr ibute to the spread of the 
f i r e , i n j u r y to per sons , extent of damage, and 
insurance coverage are a l so i nc luded. 

Retain o r i g i n a l s f o r three 
(3) y e a r s , then m ic ro f i lm and 
destroy o r i g i n a l s . Reta in 
mic ro f i lm f o r f i f t e e n (15) 
y e a r s , then des t roy . 

SAFETY O F F I C E 

17. CORRESPONDENCE F ILES 

Cons i s t of o r i g i n a l incoming, and copies of outgoing 
l e t t e r s , reports memorandums and re la ted mater i a l s 
having to do with compensation c l a ims , damage and 
r e p a i r s , sa fety i n spect ions and other subjects 
a s soc ia ted with a c t i v i t i e s of the Sa fety O f f i c e . 

Screen annual ly to dest roy 
that mater ia l f o r which no 
fu r the r reference w i l l be 
requ i red . 

18. FIRST REPORT OF INJURY (Form 14) 

These forms are completed fo r a l l on-duty i n j u r i e s 
and job re la ted i l l n e s s e s or d i seases incurred by 
any members of the department. The form shows how 
the i n j u r y occur red, the type and l o ca t i on o f i n j u r y 
and whether or not the i n j u r y i s a recurrence or 
re lapse . The forms are submitted to the Safety 
O f f i ce along with the Superv i so r s Accident Report. 

Retain o r i g i n a l copies three 
(3) y e a r s , then mic ro f i lm and 
destroy o r i g i n a l . Keep micro
f i l m f o r t y - f i v e (45) y e a r s . 

p a - » 4 z 
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19. VEHICLE ACCIDENT REPORT (Form 15) 

These reports are submitted to the Safety O f f i ce 
along with the Supe rv i so r s Accident Report whenever 
a county veh ic le i s invo lved i n an acc ident r e s u l t i n g 
i n property damage or personal i n j u r y , or when 
contact i s made between veh i c le s and there i s a 
potent ia l fo r personal i n j u r y . The forms show a 
de ta i l ed de s c r i p t i on of the acc ident , insurance i n 
format ion, property damage, and any personal i n j u r i e s 
or f a t a l i t i e s which may have occurred. 

Retain un t i l a l l c la ims have 
been s a t i s f i e d , and f o r an 
add i t i ona l f i v e (5) y e a r s , 
then des t roy . 

20. L IAB IL ITY REPORTS (Form 16A) 

These reports are submitted to the Safety O f f i c e , 
along with the Supe rv i so r s Accident Report, whenever 
personal i n j u r y or property damage i s i ncur red by a 
nohemployee, which does not invo lve a county veh i c l e . 

Retain u n t i l a l l c la ims have 
been s a t i s f i e d , and f o r one 
(1) add i t i ona l y e a r , then 
dest roy . 

F I R E MA INTENANCE 

2 1 . VENDOR F ILE 

Con s i s t of d a i l y t i c k e t s which confirm the rece ipt 
of maintenance parts purchased from outs ide vendors. 

Retain f o r three (3) y e a r s , 
then dest roy . 

22. AUXILIARY PERSONNEL RECORDS 

Mainta ined only f o r the convenience of the Ma inte
nance Department, these personnel records inc lude 
attendance reco rds , overtime and vacat ion forms, 
acc ident r epo r t s , and any other data which may be of 
concern to the Maintenance Department. 

Retain un t i l termination of. 
employment or t r a n s f e r , then 
dest roy . 

23 . WORK TICKETS 

These t i c ke t s are used to document veh i c le mainte
nance and repa i r . The t i c ke t s show the name, y ea r , 
and number of the v e h i c l e , the parts used fo r r e p a i r , 
de s c r i p t i on of work performed, and c o s t s . 

Ma inta in the most recent f i v e 
(5) year work h i s t o r y on each 
veh i c l e . Destroy a l l o t he r s . 

24. PURCHASE ORDER F ILE 

Con s i s t of purchase o rde r s , p r i ce agreements, 
contracts and re lated papers used to request mainte
nance parts and se r v i ce s from outs ide vendors.. 

Retain f o r .one (1) f i s c a l 
. y ea r , then des t roy . 

• 

P S - 0 4 2 
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25, 

26 

27. 

28 

29 

APPARATUS/EQUIPMENT REPAIR REQUISITIONS (Closed) 

Th i s f i l e i s composed of completed forms 189, used by 
i nd i v i dua l s t a t i o n s to request repa i r s on apparatus , 
ambulances or s i m i l a r equipment. 

O F F I C E OF THE DEPUTY C H I E F 

CORRESPONDENCE F ILES 

Arranged a l phabe t i c a l l y by s ub jec t , these f i l e s 
conta in o r i g i n a l incoming and copies of outgoing 
l e t t e r s , memorandums, minutes o f meet ings, completed 
forms and other misce l laneous correspondence r e l a t i n g 
to a c t i v i t i e s and funct ions of the Balt imore County 
F i r e Department. 

A D M I N I S T R A T I V E S E R V I C E S 

CORRESPONDENCE FILES 

Arranged a l p h a b e t i c a l l y , f i l e s c o n s i s t of o r i g i n a l 
incoming and copies of outgoing l e t t e r s , memorandums, 
r e p o r t s , completed forms, and other miscel laneous 
data r e l a t i n g to the personnel and f i n anc i a l 
funct ions of the Balt imore County F i re Department. 

FIXED ASSETS INVENTORY RECERTIFICATION SHEETS 

Computer produced reports used to v e r i f y the l oca t i on 
of a l l county tagged property con t ro l l ed by the 
Balt imore County F i r e Department. V e r i f i c a t i o n i s 
accomplished semi -annua l l y . 

VACATION ACCRUAL PERMISSION LETTERS 

Received from Balt imore County Per sonne l , showing the 
approved vacat ion days accrued by a l l personnel 
a s s i gned to the career f i r e companies and career 
ambulance companies. 

Retain f o r one (1) y ea r , then 
des t roy . 

Screen annua l ly to dest roy 
that mater ial f o r which no 
f u r the r reference w i l l be 
requ i red . 

Screen annual ly to dest roy 
that mater ia l f o r which no 
f u r the r reference w i l l be 
requ i red . 

Retain f o r three (3) yea r s and! 
un t i l a l l aud i t requirements 
have been f u l f i l l e d , then 
des t roy . 

Destroy a f t e r pos t ing and 
v e r i f i c a t i o n i s completed. 
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30. ANNUAL LEAVE RESET 

Computer produced report used to v e r i f y vacat ion and 
s i c k leave records maintained by the o f f i c e . A f te r 
v e r i f i c a t i o n i s completed, one copy of the report i s 
forwarded to county per sonne l , the other reta ined in 
the o f f i c e . 

Retain fo r one (1) year a f t e r 
v e r i f i c a t i o n , and un t i l a l l 
aud i t requirements have been 
f u l f i l l e d , then des t roy . 

3 1 . MERIT AND LONGEVITY REPORTS 

Received from Balt imore County Per sonne l , t h i s 
computer produced report i s used to v e r i f y s a l a r y 
increases and s e r v i ce time of a l l employees of the 
Balt imore County F i r e Department. 

Retain fo r one (1) year a f t e r 
v e r i f i c a t i o n , and un t i l a l l 
aud i t requirements have been 
f u l f i l l e d , then des t roy . 

32. DAY-OFF SL IPS (Form 20) 

Used by a l l employees to request a day o f f . 
In format ion i s t r an s fe r red from the s l i p to the 
permanent record card. 

Retain f o r one (1) y e a r , and 
un t i l a l l requirements have 
been f u l f i l l e d , then des t roy . 

33. OVERTIME/CALL BACK SL IPS (Form 210) 

Used by a l l employees to s ub s tan t i a te any payment 
of ca l l back or overtime which may r e s u l t from 
having worked in excess o f normal work hours . 

Reta in f o r three (3) months 
a f t e r p o s t i n g , then des t roy . 

34. OFFICIAL PAYROLL SHEETS 

Computer produced report used by the o f f i c e to record 
requi red data f o r pay purposes. 

Retain f o r one (1) y ea r , and 
u n t i l a l l aud i t requirements 
have been f u l f i l l e d , then 
des t roy . 

35. SUBSTITUTION FORMS - HIGHER PAY (Form 192) 

Used to record the necessary data which w i l l author iz 
members to receive ext ra pay f o r s u b s t i t u t i n g i n a 
h igher c l a s s i f i c a t i o n . 

; Retain un t i l a l l pos t ing i s 
completed, then des t roy . 
Card f i l e to be used f o r any 
future re ferences . 

36. DAILY ATTENDANCE REPORTS 

Used to record employee attendance fo r payro l l 
purposes; inc ludes CETA/Merit employees. 

Retain un t i l a l l po s t i ng i s 
completed and f o r one (1) 
y ea r , then de s t r o y . 
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37. OFFICIAL PERSONNEL FOLDERS (Act ive and I n a c t i v e ) 

Case fo lde r s arranged a l phabe t i c a l l y conta in ing the 
bas i c documents r e l a t i n g to the career of each 
employee of the Balt imore County F i re Department. 
Documents may inc lude personnel ac t ions such as 
as s ignments , reass ignments , c l a s s i f i c a t i o n s and 
promotions. Emergency informat ion such as next of 
k i n , s u r v i v o r benef i t s and insurance data may a l s o 
be inc luded along with documents which r e f l e c t 
q u a l i f i c a t i o n s , e f f i c i e n c y , awards and c e r t i f i c a t e s 
of performance, and F i r s t Report of I n j u r y . 

Retain i n the o f f i c e f o r f i v e 
(5) year s a f t e r terminat ion 
of employment, then t r a n s f e r 
to i n ac t i v e s torage f o r an 
add i t i ona l f o r t y - f i v e (45) 
y e a r s , then des t roy . 

38. STATIONERY/TOOLS ACCOUNTING 

Computer produced report used to v e r i f y , by l o c a t i o n , 
charges f o r s t a t i one ry and t o o l s . 

Retain un t i l v e r i f i c a t i o n has 
been completed and one (1) 
add i t i ona l y ea r , then des t roy . 

39. STATION ORDER TICKETS 

Used by each s t a t i o n to request s upp l i e s and by 
Admin i s t ra t i ve Se rv i ce s to v e r i f y charges and to 
monitor spending. 

Retain un t i l charges have been 
v e r i f i e d and one (1) 
add i t i ona l y e a r , then des t roy . 

40. MOTOR VEHICLE SUMMARY SHEETS 

Computer produced reports showing the cos t and other 
r e l a t i v e data fo r each veh i c l e a s s i gned to the 
Balt imore County F i r e Department. 

Retain most recent reports 
un t i l resc inded or superseded, 
then des t roy . 

4 1 . REQUISITIONS 

Used to request add i t iona l s u p p l i e s , and to a s s i g n 
account numbers - Balt imore County F i re Department. 

Retain f o r three (3) year s 
and un t i l a l l aud i t r e q u i r e 
ments have been f u l f i l l e d , 
then des t roy . 

42 . DIRECT PAYMENT REQUESTS 

Used to author ize f inance to make payment before or 
dur ing purchase of a s p e c i f i c item from a s p e c i f i c 

- vendor. 

Retain f o r three (3) yea r s 
and un t i l a l l aud i t r e q u i r e 
ments have been f u l f i l l e d , 
then des t roy . 
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43. VENDOR FILES . 

Used to author ize payment f o r items purchased and 
rece ived, these case f o l de r s arranged by vendor name, 
contain petty c a s h - s l i p s , copies of paid b i l l s , 
de l i ve r y t i c k e t s , goods rece i ved , and re la ted papers. 

A l l f i l e s w i l l be reta ined 
one (1) yea r . Spec ia l ex
cept ions reta ined un t i l no 
longer needed or two (2) 
y e a r s , then des t roy . 

44. PURCHASE ORDER FILE 

Arranged by purchase order number, t h i s f i l e 
documents the au tho r i za t i on f o r a vendor to de l i v e r 
and request payment fo r purchased i tems. 

Retain f o r three (3) year s 
and un t i l a l l aud i t r e q u i r e 
ments have been f u l f i l l e d , 
then des t roy . 

45. PUBLIC RELATIONS MATERIAL 

Arranged a l phabe t i c a l l y by s ub jec t , t h i s accumulation 
of mater ial c o n s i s t of o r i g i n a l and copies o f , 
announcements, r e l e a s e s , newsletters and re la ted 
data having to do with pub l i c r e l a t i o n s matters . 
The fo l l ow ing material may be inc luded: 

a. press re leases 
departmental newsletters 
newspaper c l i p p i n g s 

a. Permanent. These docu
ments prov ide a h i s t o r i c a l 
review of the department. 

b. campaign mater ia l s 
pub l i c s e r v i ce announcements 
co l l ege in te rn programs 
job announcements 
p ro fe s s i ona l a s s o c i a t i on mater ia l 

b. Screen p e r i o d i c a l l y to 
destroy that mater ia l fo r 
which no f u r t he r reference 
w i l l be requ i red . 

46. UNIFORM FIRE INCIDENT REPORTING SYSTEM (UFIRS) 

Cons i s t of case f i l e d records which,through the use 
of s tandard ized forms, document the act ions taken at 
the scene of a f i r e . Forms are completed by a l l f i r e 
companies i n Balt imore County and forwarded to the 
UFIRS O f f i c e . Each case may conta in any of the 
f o l l ow ing completed forms: 

a. Form 100 - Communications 
b. Form 200 - F i e l d I nc ident Report 
c. Form 300 - Company I nc ident Report 
d. Form 400 - I n v e s t i g a t i o n Report 
e. Form 500 - Casualty Report 

Retain a l l repor t s un t i l they 
have been computerized and 
batched, then m ic ro f i lm and 
destroy o r i g i n a l s . Retain 
m ic ro f i lm f o r eight ( 8 ) 
y e a r s , then des t roy . 
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